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OVERVIEW 

The purpose of these Getting Down to Busines's modules is to provide * 
high school students in vocational classes with an introduction to the * 
career option of smal 1' 'busings ownership and to 'the management skills *' 
necessary for successful operation a small business. Developed under 
contract to the Office of Vocational and Adult Education, U.S. Department 
•of Education, the materials are cfesigned to acquaint a variety of voca- 
tional students with erttrepreneurship opportunities and to help reduce the 
high failure rate *of small businesses. , 

As the*students become familiar with the rewards a-nd„demands of small 
business ownership', they yill be able to make more informed decisions 
regarding thfeir own'interest in this career possibility. It is hoped 
tnat, as £ result of using 'these materials, some students will enter sraa 
business ownership more prepared for its challenges. Others wj.ll decide 
that entrepreneurship is not well suited -to their abilities and interests,, 
and they will pursue other career paths. Both decisions are valid. The <" 
materials will encourage students to choose what is best for' them. < 
#• • • 

These Getting Down to Business modules are designed to be inserted 
into ongoing high school vocational progfamipfri the seven vocational dis- 
ciplines — Agriculture, Distributive Education^ Occupational Home Econom- 
icSj Business and Office, Trades and' Industry , Technical, and Health. 
They will serve as a 'brief "supplement to the technical instruction ojc « 
vocational courses , which prepare students well for being competent 
employees but which generally do not equip them with skills related to 
"small business ownership.^ The modules are self-contained and require a 
minimum of- outside training and preparation on, f the part of instruotors. 
Needed outside resources include only those 'types of materials available 
# to all students, such as telephone directories, newspapers, and city maps. - 
No special texts or reference ntateria^ls are required. For further optional 
reading by instructors ,. additional references are liste'd at the end of the 
Teacher Guide : , An annotated Resource Guide describing especially valuable 
entrepreneurship-related materials is also available. 

The purpose -of .this module is to give students soma idea of what it is 
like to own and operate a welding business.* Students will have an oppor- 
tunity to learn about the" kinds of activities and decisions a'^elding 
business, owner is involved in every day. While the module is not a com- 
plete "how-to" manual, the individual activities will provide your class 
with the chance to practice"* many of these activities ■ and v decisions . 

• ' \ - , 

Today, owners of smal-l businesses face many problems — some minor, some 
not so easiLy taken care Qf. These problems are reflections of the changes 
our society ifc going thrcfcigh, While this module cannot address itself to 
.ail of them, the discussion questions at the end of 'each unit ajr'e designed 
tD give student^ an opportunity t,d -explore possible solutions. 

You may want to present this module after completing Module 1, Getting 
Down-to Business: What^s It All About? Module I is a 16-hour " program 



covering a more in-depth approach to owning, any small business. The terms 

introduced in Module 1 are used in this module with a restatement of their 

definitions. Also, the forms used are* the same, with some minor changes 

to fit a welding business specifically*. Module i' provides an introduction 

to- owning a small business in addition to "some skills and activities that, 

due to their general nature, are not covered in this module* ~ 

♦ 

^ • Content Organization 

Each unit of the module contains the following: 

«* ** 

1. ^ Divider Page — a lis,t of what the student should be able to do at . 

the end of that unit. 

2. Case Study — an account ^f, ^ business owner in the field. 

.3. Tex t- <- three to four pages outlining business msnagejnsnt principles 
introduced in the case study but focused more on th'e student. 

» 

4. Learning Activities — three separatB~sections , including: 

a - Individual Activities — finding information given in the text 
or* applying information in the text to new situations. 

b« Discussion Questions — considering byroad issues introduced in 
the text; several different points of view may be justifiably. 

'■c. . Group Ac t-ivi ty — taking- part in a mo<e^creative and action- 
1 oriented activity; some activities rta^ Ffrcus on values 

clarification. 



, General Notes on Use of the 'Module , ' 1 

*% t • "7 , 

Instructional Each unit = 1 class period; total* cl^ass periods = 9 

Time: i- ' Introduction, quiz, summary _ =1 

" 4 - Total instructional time - 10 class periods 

c « .. 

The case study and text are central to the programs content and are 
based on the instructional objectives appearing in th^ last section of 
this Guide . Learning activities are also linked to tnese objectives. You 
will probably not have. time, however, to introduce all the learning activi- 
ties in each unit. Instead, you will want to select those that\appear 
most related to course objectives, are most interesting to and appropriate 
for your students and are best suited to'your particular classroom set- 
ting. Certain learning activities may require extra classroom time and 
may be used as supplementary activities 4t desired.' z 

\ * > ^ ' 

Before presenting the module to the class,* you should review both the 
Student and Teacher Guides and formulate your own personal instructional 
approach. Depending on the nature of your c lassroom getting and .the stu- 
dents 1 abilities, you may want to present the cas~e~ study and text by 



• / 



instructional'means that do. not rely- on students 1 reading — for example, - 
through a lecture/question-answer format. Case studies and certain learn- 
f ing activities may be presented as skits or roie-playing situations. 

No part icular 'section of the module, is designated as homework, but you 
may wish to assign certain portions of the module. to be completed out o,f 
class. * Yoif may want students to read the case study and text in prepara- 
tion for discussion in^ the next class period, or you may want them to 
review the material at home after the class discussion. . You may also 
prefer that students read the material in class. Similarly, individual 
activities may b6 completed in class or for homework. Discussion ques- 
tions and -group activities are specially intended for classro'om use, . 
although some outside preparation by students may also be. needed (for 
example, *in the case of visiting ar small business and interviewing- the 
owner) . * 



\ 



f - 



| Methods that enhance student inte'rest in the material and that empha- 
size .student participation should be used~as much as possible. Do not 
seek to cover material exhaustively, but view the course as a brief intro- 
duction to entrepreheurship skills. Assume that ^students will obtain more 
job training and business experience -before launching an entrepreneurial 
career. 



The quiz may^be used as a formal evaluation of student learning or as 
a^se lf-assessment topi for students. Answers to Teaming activities and 
.the qui? are provided in a^ later- section of this guide. 
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SUGGESTED STEPS FOR MODULE USE 



Introduction .(15 minutes, or integrate within first hour of. Unit 1) 

/ — "~ v 
I. In introducing* thLs module , you might wish to discuss the personal 

qualities^ and physical abilities that are necessary to be a suc- 
cessful welding business owner.- Running this type of business: 

• 'requires physical endurance, got>d* eyesight , ^nd ar steady hand. 

• requires being conscious of^Vour own safety and the safety of 
, those who use your* products/services. That is, yc>u must work 

carefully an'd create 'a sound joint. 

* ' 

II. "Discuss small businesses briefly. - .Ov.er 90% of all -businesses in' 

# the United States are small businesses. In this module we will be 

dealing with very sra^ll businesses^ meaning a self-employed owner 

working alone or with one to four employees. Often small busi- 

* f ^ • £ » 

nesses^are owne^and run by members of a family. 

III. Discuss the purposes of the module: „ 

• To increase students 1 awareness of small business ownership as 
a career option.' 

• To acquaint students with the skills and^personal qualities 
' welding business owners need to succeed. , 

• To acquaint styjdents w^jth the. kind of work smaLl business* 
owners do in addition to using their vocational skills. ^ 

• To expose students to the advantages and disadvantages of 



IV. 



small business ownership. 

Emphasize that even if s tudentfc ,-th ink they lack management apti- 
tudes, some abilities can be developed. If students "turn on" to 
the* idea of small business ownership, they can work at acquiring'* 
abilities they don't have. 

Also, students who work through this module will have gained valu- 
.able insights into how and why business decisions are made. Even if they 
later choose- careers as empl'oyees, they, will be'better equipped to hel{5 
the business succeecf because of their unders landing . 



Unit 1 - Planning a Welding Business (1 Class period) ? . 

I. Case iftudy : ' Ben Miller, owns Jdest Coas-t Welding* which specializes 

. f ' v . in "ornamental security":, designing, making paint- 

* ^ ' ing, and installing ' ornamental iron gate$, fences, 

and grates for homes and businesses. 

i Text : Products and Services of <d Smal 1. Welding Business 
Important Personal Qualities 
How to Compete , 
Legal Requirements t 

■ / 9 
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Optional Point to ^Present : * * * 

• What is unique about >a welding business selling products as 
4 'well ?as services? * • . • 

r 

Responses to Individual 'Activities \ • , 

1. Repair equipment. Make metal' furniture — e.g., cabinets. 

• Construct metal baseplates, stairs , *ladclers , etc.. Make fences 
anci gates* Repair cars or bikes. 

2. The more n checks" students have, the better their chances of 
' success in a small weldinjg business. 

3. A small welding business could specialize in: h^avy equipment 
repair,' repair of small Vehicles- I ike -bicycles arid scooters; 
constructing cabinets or shelving; or making met^l sculpture 
for parks or businesses. * - * 

. 1 

4. - The-teacherAshould judge- each students answer as to: 



(a) appeal And (b) whether it gives a good idea" of the special 
service or product the welding business offers. For example, 
"Founder's Art' 1 (a takeoff on "foundry art"), would be a good" 
name for a weldeir who makes metal sculpture . 

5. Unless the weld is sound, the materials could' break apart when - 
they are under' stress — for example, if a bridge has unusually 
heavy traffic, the metal girders under the roadway could cletach 
"from the bridge structure. Certification* means the welder has 
passed an exam concerning knowledge of the heat and. penetra- ■ 
tion properties of ^specific anetals, 'and has demonstrated skill. ^ 
in welding those metals in accordance with specified standards 
,of durability and safety. . ■ • 

Responses to Discussion Questions 

•* ■ . ; z . / r 

1. . Possibl.e reasons: To allow him to concentrate on his sp^cijuW^^ 

love--designing , making, and installing fences, etc x To "be 
% his own boss. To make more money. To have mor£ variety," 
challenge, 'decision-making responsibility, etc. Possible 
problems: Never having the work end, having all the worries 
on his own shoulders. Perhaps making less money at; first. v . 
Not having a steady income. - M \ 

» «* ■ 

2. Welders work with gas, flame, and flammable materials'. A fire 
inspector would check for g^s leaks; ' proper disposal or stor- 
age of flammables; whether there is a .fire extinguisher in 
workable condition; whether. the tir§ department's phone number 
is prominently p6sted; and so forth. 0 Welders also use drills, 
files, and saws that move quickly. Such equipment can cause* # 
damage itself or can prope'l metal fragments at high speeds. V 
Materials left on the floor could alsp cause- someone to slip 

* and fall/ A safety inspector would check whether there were 



loose„wires or cords abound, whether* the vork areas were kept 
^ ^ clean, whether the^vorkers wore gpggles a nek protective cloth- 
ing while weldirc|, and so forth. - . * " 

3. Ornamental security sis a gocjjd example of how someone can com- 
•bine skill in a trade (in this case, welding)' with' oth£r skills 
* '(skill in design, selling, and installation) to meet a need 
that is quite likely to grow. As crinte increases and^as more 
people buy condominiums or live in apartment complexes,' there* 
is a growing concern for making one's^hoirie secure. Fences, 
gates, and window grates help deter intruders. 'The ornamental 
aspect of Ben 1 s»-b'usiness appeals to people's desire to make * 
their property more attractive and unique. Customers this • 
would appeal to : Owners -or renters of' apartment s , condomini- 
ums , or wealtHy homes who are concerned with the safety and 7 
* \ J appearance of their property. The market is likely to grow, 
since in populous areas people are living closer . together in 
large buildingSi As the population density increases, the 
crime rate also increases, including theft and other crimes 
involving break— ins. 

IV. Group Activity ■ 

Jhe purpose of thi§ activity is to give students direct con- ~* 
tact- with a small welding business owner/manager and to give them 
real-life information about that person 1 s experience in planning 
'and starting a business." An additional purpose is to increase » \ 
their skills in writing and asking interview questions.-. 

/ Help^students locate an appropriate welding business. • Personal 

contacts and the Yellow Pages are possible sources, of information. 
* » * 

Review the list. of questions beforehand and give-.feedback as 
to whether they will provide information relevant to the unit's 
■ objectives. If possible, suggest and then check revisions by 
students. v ' % - _ 

After the interview Vf completed, you might discuss with*" 
students the problems and benefits the person interviewed has 'in 
* his or her work. Ask what they ledrned thgt'goes along with, or 
contrasts with-, the information in this module. 



Unit 2 - Choosing a Location (1 class period) 

/ * 

I. , % Case Study : Ben Miller chooses a legation that has the most 

important things his business needs: good electric 
power end enough spaice. He passes up a location with 
extra storage and off-irze spacers "being too costly 
foar now. , A m 

Text i' Factors in Choosing a Location 
•Checking' a Location. 
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Optional- Point t'o Present :*/" - . _ - # % 

■ ' % 1 * 

♦ Emphasize 4 tfcfat .noise and waste disposal are v^ry important 
considerations in choosing a location for 4 a welding business. 

Responses to Individual Activities 

— i ■ a 1 • s J . _ /- 

1. Advantages : The other shop might refer customers to Ben for 
welding services r it does not o^fer,. If Ben needs a special 
pi^ce of welding equipment or >if bne of his machines breaks 

v< down, he may be able to borrow equipment from the, other shop. 

Disadvantages ; The two shops are still rn -c-dmpetition for any 
common products or services , they. provi4e . Ben's employees * 
" , could be hired *away from Ijlm by the other sho<p.'|^^ 5 . 

2. b, a, a," b 1 # 



-1 ,3 « *2 

3 *1 2 

3'' • -. » 1 * .r " " '* 

_3 ' u ' 1 ^ ' 2 

10 ' • . 6 ' 1 ^ '8 

C * r ' 
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A is -the best sifte Overall. 

4 J Advantage : The gas station may be, able to refer customers to 
$ou. Plenty of people will f see your shop. v 

„ Disadvantage : YouV noise may bother customers or IRployees of 
the gas stat t ion*# The rent may be high because • it .is a busy. 
>* ar^a. ' 

Responses to Discussison Questions ^ 

. ... - 

1; P ossible uses : A ^ lac e for you and your partners to frapdl'e 

bookkeeping and paying bills', to store materials and equipment - 
needed for welding, /to display samples 'of the storage units 
you make, -or^to serve coffee and tea to customers. t - 

Factors *to consider: 'What* is the most critical need for the 
business? Are there other places where some of these things 
d[an b*e tfone -C£or example, store materials in storage units in • 
the shop aretf; have £ cof.fee pot'just inside the front door)? 

2. The larger locafion would have been worse because of the higher 
rent, and the^re might possibly have been problems with neigh-* 
1 bcrring tenants t?e£au9e o^ the noise dnd waste material. It 
wouldfhave been better because of the greater space for storage 
* ■ and -display, and possibly because a 'downtown location would' 
'make Beri- 1 s work. more visible and attract more customers in a 
v fcigh inc-ome bracket. V* ' # c 

, » S ~ - * \. : ' t ' * * 



3, Two criteria fpr deciding whether there's a need: (a) Are 
there' wealthy homes, . condominiums, \and /apartments in. your 
area? If you live* ifl an area of,mddest homes', there would be 
, less demand feu: ornamental security . * (b) 'is anyone in the anea 
already of fering this type of service — in other'words, i§ 
there much competition? If so, yoju might want to offer a, 
different special service. 

(. ' . - > i 

Group Activity 

\ , v ^ 
The purpose of this activity is to give students actual - 
experience in evaluating a welding >business location. 
. * ♦ " * * • 

Help students locate an appropriate welding business. Personal 
contacts and the Yellow Pages are possible sources of- information, 

m Lead a discussion of the strong and weak points of the busi- 
ness location' they visited. Ask whether there are other .ways they 
might have Obtained additional information about this business 
location^ and what other information would be useful. 



- Getting Money to Start (1 class period) 

■* ■ 

Case Study : Ben Miller writes a business description* and prepares 
a statement, of financial ne;ed p £ or his planned welding 
, business. He succeed-s in get^|j^a bank loan. 

Text : Business Description { • 

Statement of Financial Need 

Responses to Individual Activitj.es 

1, Advantages : Friends may not charge interest. You don 1 t need 
to spend a great deal of time, convincing people who already 
know you that they can trust you, etc, 'Friends may be more 

> willing to help you out than a lending institution. 

Disadvantages : ' Friendships often suffer when loan is not 
paid back promptly, Ypur f£i6ndVin£y need Vhiymoney them- 
selves. Being in debt to*a friend may make^ y-tfu feel uncom- 
fortable around that person, „ 1 * 

2. Products.^ services the business will provide, the busifl^ss 
locatioji and .why you chose it. Kind dnd amount of competition. 
Number arid type of potential Customers, plan for making the 

:ot(ipete successfully. 



"bus ines a 



STATEMENT OF FINANCIAL* * NEED" 



Total Money on Hand $7, #00 > 
To'tal Expanses $9,000 

•Total Money on Hand- " $7,000 , 
'Total Business . 
Total Expenses $9,000 , Loan Needed ] $2,000~ 
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4. Advertising; Building and Property'; Materials;' Equipment and 
H • Furniture'. Likely to go down :' Advertising, because' onc,e Ben 

gets enough customers and Guilds up his clientele^ he won't, 
need to sp£nd as-much on advertising; Equipment and Furniture, 
because once Ben has bought ^enou-gh equipment and furniture to 
^get started, he will not need more except for replacement or 
growth. ! ^ ^ 

III?^ Responses to Discussion Questions . ^ 

BuVipess description : It 'forces you to sp&l:\ out in writing 
the total plan for your business* In case you do decide to* 
ask for a loan, ybuf description wil*l be r^ady. ^ , 

n ^ ^ \ , * * 

' "\ Statement o£ financial need : It helps you think of all the 
, sources of money ^you might use to finance your business, 
waving to estimate all your start-up expenses helps ,Jou fllan 
mQre ? thoroughly and realistically. After filling out the- 
statement > you may decide you need a loan after all. 

2. Any of the three' answers may be best, depending on the* 

explanation given. For example: "« 

' . . a 

* v- * 

Products and services : Because you are- sure of those and' can 

say more' about them. Because the special products or services 

v you provide^ is your strategy for gating the competition. 

Business location : Because the^success of a weeding business 
hinges on 'a good -location and, your choice' shoul'd be described 
thoroughly. 'Because* you have^g truly unique location arid you 
..want to explain how it is utfique. * 

Potential competition .: Because ypu are entering a crowded 
market and want to show you're awa-re of ,this. 'Because you 
want to describe how what you will* offer differs from' what , 
various competitors ofcfer. ' 

3. o Options : Bank, .credit' union, Small Business Administration. 

Possible advantages ? May have money set asi^ie for small busi- 
ness loans. You're dealing with a known institution and the 
terras are laid out. Possible disadvantages : Interest rate 
majr be higt*. Your loan application may be denied.n 
' * ' * . * p 

IV. Group Activity ^ ^ 

•^flt^purpos^ -of this activity is to. give students practice in 
, writing a business description for a velding business. 

Z ■ . ' 

« ^ ou s ^ ou ^ F ea< * t ^ le business description and give writers feed- 
f back on (a), its completeness and accuracy and (b) how persuasive 
it seems—Mjiat is, how likely you think the. lending institution 
* 'will be to grant the loan, and why. * \ > 
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Unit '4^ Being in Charge (1 class period) * 

I. .Case Study: m Ben Miller contracts out his bookkeeping and hit^s 
two assistant welders. Ben trains his second 
assistant. 

' - \ ^ 

Dividing the Work % 
* Paying for Services 
Hiring Employees . ' 

Supervising and Training^ Employees * ' 
- ^ What to Look for in Hiring. 

11 - Responses tp Individual Activities 




Good at arithmetic: his/her figures will be accurate". 
.Thorough and careful: ^he/she will keep detailed and accurate 
records. Neat and orderly: I will be able to understand the 
records myself. Polite and pleasant:- I will be able to get 

• along with "this person. ' , 

Possible-benef its: - Ben could sell, more products "agd services. 
Ben could add new products and service's. Carl may bring some 
,-new customers to the business. " , 

Pos'sible problems .- Ben will have' the job' of supervising Carl. 
Carl's salary will be added to Ben's operating expenses. If 

* Carl doesn't do a good job, it will reflect on Ben's business. 

3. Hir-e an assistant to do repair jobs. Refer people who need' 
reparr work 'f o other welding businesses. Take repair work 
only when h*e has no construction jobs to do. . 

4. He could take more courses "dn high school or at a vocational 
* school. He could leanp on the job if Jose could make time to 

train him. t He could get trained by working first for another 
welding business that specializes *in repair 'work. 

\$. b,"_ c, e ' 



V 



II*. Re sponses to Discussion Questions 



1- Advantages: He saved time'by not having to advertise, wa'tt-' 
for responses, and interview people. Though Jamey may lack' 
experience, this will give him a chance to show what, he* can 1 
.do. Ben would have felt guilty talking to other people about 
the job when he already had Jamey in raind. 

* * 9 



Disadvantages : He might have found someone better or willing 
to take less pay. He has not given bther good people a Q^nce 
at the job bed&use he "did not advertise. 

* * 

Advantages of hiring John : He has more experience. Your other 
welders will accept another male more easily than a female. 
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Disadvantages of hiring John ; t You have sidestepped the issue 
,of giving women workers a faij: shake. * * 



Advantages of hiring Sandra : You. can get a good* worker and. 
heLp working women at the same time. You will inctease your 
appeal, to customers who support women's right^s-r* 

Disadvantages of giring Sandra : She has T^ss experience. 
Your other>employees may cause trouble when you hire your 
first female welder. You may lose^some customers who oppose 
changes* in women's roles. 



Possible way^s to handle problems with Sandra's coworker^ : 
Eave a talk with each employee and explain that Sandra is a 
good worker and you expect her ta be, treated fairly. Intro- > 
duce Sandra to eacti of her coworkers and point ojit how her ' 
skills and knowledge "will add to* the business., 'Set. a model 
for fair, respectful treatment in the way you relate to. Sandra. 

3. Possible problems : Jinrmay b,e a* top welder but may not \iave 
%f the skills to direct -the wofk of others. Maybejjim is trying 
to do as touch welding as before and direct thef o-thers,, so he's 
shortchanging his job as foreman. Maybe the other men ^re p 
jealous of Jim or*are testing him. ^ , 

How Mr. Jones could^helrp : Visit the shop and 'watch how Jim 
spends his time. Talk to Jim about hpw things are going. 
Talk to the other men ab,out how things are going/ * 

* * * 

IV. Group Activity . > . 

-J ^ . ; "v 

The purpose of this activity is to give students practice in 
, ' writing .a job description for a new employee of a welding business. 

The teacher should give students feedback on: 

a. whether the job duties will address- the three problems Ben 
has now; ■ j ^ 

b. whether Ben call find someone able to do all the things he 
wants this person to do;* and 

c. whether the skills, education, and expedience recyiired are 
all necessary and appropriate. "V 1 

Unit 5 - Organizing the Work (1 class period). * ' 
c * 

k I. Case Study : ^Ben Miller has a regular plari for doing work: talk - 

to the customer, estimate the job, and fill out a 
work order. He uses the work order to assign jobs tb 
employees. * < 
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Text - Planning a. Job 

The Work Order^ " * 

1 Scheduling WorJ^ 

fl. Responses 'to Individual Activities N - 

• l. To explain to customers what the jobs will take in time and 
materials. To», get the customers 1 agreement om the_pri.ce and 
on when payment will b'e made. 

Job location; whom to bill; description of work; starting 
t \ *date; who will" do the work; total labor; total material; total 
cost of the job. r 

3. To give him. money to buy the materials for the job. To* make 
sure customers 'will not change their mind about having the job 
done. . , 



4. 


WORK ORDER 








FROM: West 


Coast Welding "jBhh DATE: - 


April 9 




• . 1318 DeSoto . , WORK ORDER NUMBER: 00075 


Rocky Heights ORD&KTAKEN BY: 


Ben 


/ 




JOB FDR: Tom Carson 










30 Baker Place START WORK ON: 


April 


10 . 


t 


TERMS OF PAYMENT: 50% down, 50% on 


** 


0 




completion ^ 




-'.i,Perspn * 












* Doing Work 


Description of Work 


Materials 


Labor 


Total Cost 




. ^Jamey 


Build , and 'install 2-panel 


.200100 


'375100 
i 


575 JOO 


V * 


8*7" driveyay gate 
(10' hours labor for con- 
struction; 5 hours labor 
for installation) 


to ! 

- i 


i 

l 

i 
i 
i 
i 

* 




\ 


'WORK STARTED: April 10 < 1:00 


.total' materials 


> 200 


00 


WORK FINISHED: April 15, 2:.30 


TOTAL LABOR * 


375 


00 




• , 1 TAX (5%) 


10" 


00 -4 






TOTAL COST 


$585 


00 


. * k 

III.. Response^ fco» Discussion Questions, \ 









StrSrik points : He gives his employees flexibility and respon- 
sibility for scheduling their own time. He keeps a written 
daily schedule for himself. The work orders indicate which 
employees* are working on which jobs at any given'^ime . . 
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Weak points : Ben has to rely on the employees to tell him when , ' 
1 they are actually working on each job«apd how f ar ^long they 

are .06. it. There is no written • record of when the construction 
part of the job (welding and painting) is done;*only completion^ m 
of the total job (including installation) is recorded^ " / 



2. No, it does not. Ben spends less* time on welding now;, because 
he has to spjend time on all the tasks involved in running; .the , 
business, which he also enjoys. Because he_ can give other 
welding tasks to his* employees, he can spend s his welding time 
on the types of- jobs he likes best — namely, making and -instal- 
ling ornamental fences, etc. 

3„ Students should consider the various management aspects o % f 

Ben 1 a job (talking to customers, making estimates, working on 
the b'ooks, ordering supplies, supervising employees , ^paying 
bills and salaries, checking work,* etc.) and the*. technical r 
aspects of his job (-constructing materials or equipment, 
repair work, painting materials, installing materials, etc.}-. 
They should consider wa^s in whichTBeii could assign tasks to 
his employees or contract them out, as well as ways he could 
get less enjoyable tasks done in less time — for example, not 
* accepting as m^ny repair jobs. 

IV. Group* Activity 

/ x 

0 The purpose of this activity is to give students practice in 
setting priorities for tasl^ and scheduling tastes for a- welding 
a business owner. The high-priority tasks are #z(because' this is a. 
big job) and #3 and #5 (because, both are 'needed to do tomorrow's 
installation job). Ben should do #2 and #5 between 9:00, and 12:00 
because they add up to three hours. Then at, ,1:00 he should do #3. 
* Then h^.can do tUe low-priority tasks beginning at 1:30, naftielv #1 

, "(because there is a lot Qjf driving time to estimate a fairly -mall 
job) and- #4 (because^ repair work is less enjoyable and generally 
pays less for the fime it takes). So Ben's schedule should look 
like this. (Note: the first two t^sks could be reversed in order, 
and so could the last two, with the times adjusted ?accordingly . ) 

4 9:00 Make estimate for* 900' fence ^ 1:00 Pick up fence posts 

around condominium for in stall ation job 

10:00 'Finish welding and painting , tomorrow 

; fence for installation job ir30. Make estimate for 10* 

tomorrow ' \ .driveway feafce • 

. 12:00 Break for lunch 3:00 Repair trkiler dpor 

Unit 6 - Setting Price's (1 class period) , 

Case Study : Ben Miller raises his priced to take into accdunt 
higher costs of materials and higher operating 
* expenses. " • \ 
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Text :, Costs, Expenses, and Profits * 
Other Factors That Affect Prices 

II. Responses! to Individual Activities 
^ i " 

• 1. Cost of goods sold; operating expenses; and expected profit. . 

2. Problems of raising prices : Customers may not use as many of 
John's, services. He may lose customers to lower-priced com- 
peting welders. 

> \ 
Problem of cutting salary : Cutting his own salary is just a 
e 'different way of losing money. Probjem of cutting employee's 

* h° urs : John's assistant may quit or not work as hard if John 
cuts hi's Hours. Also, John m$y not be able to get the work 
done. 

\ 

3. ^Each welding business may be different ia: the income level . 
■of th£ customers it serves; rent and utility costs; experience 
and salary level of 'its welders; amount of con^t ition nearby; 
and cost of its supplies. 

4. $5, since $2 5 multiplied by .2,0 = $5 . t 
III.* Responses- to Discussion Questions 

f* + 

1." The salary levels of employees; numbe^ of hdurs ^employees 

work; number of customers that each employee attracts; amount 
of time the owner must spend supervising and keeping records 
on employees; cost of equipment, work space, etc that must be 
provided for .employees. < '* 9 

. 2. (b) is about a 37^ increase, which is enough to cover the 3% 
„ increase an cost of materials ,and operating £Osts,* I 

3. It is true that Ben 'would save - some time by not making an^ 

estimate. But he might lose money as a result by: (a) under- 
• or over-calculating the supplies he ne^ds and then either 
* having to wait to order more or being *Stuck?with an excess; 

• (b) losing an order part-way- through i£ he decided he had to 
raise tfye price and the customer would not accept it; ' 
(c) losing future, business from customer's if he decided he 
needed to raise the price; (d) losing money *on a ^>b if he • 
underestimated what it would cost him to do it. 

IV. Group A ctivity 

r J 1 > 

The purpose of this activity is to give students' practice in " 
analyzing the factors that affect the price of a specific welding 
business product, and^ in comparing pricing for two different kind? 
of welding businesses. 
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* Suggested Answers 



C / I; Fencing prices would probably be lower at Washington's since 
J - he' buys and sells iji -volume* ' 1 

2« C6st of goods sold : 'Lower, sinfce Washington orders in volume. 
Cost of salaries, : It depends* on who makes the fencing for 
k Washington Welding and how\£heir salaries compare to those, of 
, B£n Mille* and his employee,?^ Demand : There will probably be 
a greater (demand for Ben's materials, since he has been selling 
fencing for some time and has a good imputation and s&me regu- 
lar customers who come back (for example, building contractors 
. who "build condominiums and apartment a) . Competition : Ben 
Miller not only makes but also installs the fencing himself, 
so >he has less competition. Washington l/elding will be com-* 
peting not only with Ben, but also with large mail order 
stores that sell ready-to-install iro.n fencing. Operating 
expenses : Probably lower for Washington Welding, since i't is 
*- high-volume business.* Profit : Washington Welding operates 
on volume, so it may not need as much profit on eactv sale as 
Ben Miller does. y 

0p 

3. $25. Since B$n's, operating costs are higher, he will lose 
♦ money if he charges less than-Washington Welding. He should 
not charge the same, because demand. is higher and competition ' 
is lower for his custom-made fencing than it is for Washington 
Welding's. He should charge Somewhat more to cover his higher 
costs and to take advantage of his competitive 1 edge. 



Unit 7 - Advertising and Selling (1 class period) 

I. Case Study/ Ben Miller uses word of mouth, business cards, the 
Yellow Pages, and a newspapei^ad to advertise ijis ' 
business. The way that Ben treats his custpmers v 
helps him "sell" his business. 



Text : Advertising Methods + 
What Makes a Good Ad 
Selling Your Products and Servfeces 
.Selling YoUrself 



II- Responses to Individual Activities ,* 

, 1. Greet the customer. Do not keep customers waiting, long. Tal,k 
over what the customer wants or needs. Describe t;he choices ' 
available in products or services. Explain the advaotages and 
disadvantages of each /product 'or service. Answer questions 
* clearly . ' * 

2.0>It should be easy to understand; catch people's attention; be 
easy to recognize; give potential customers important informa- 
* tionj'make pepple w|it to buy what you are offering. 4 * 
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3. 3; d;, c;'b •. ' . 

4r Convenience : Customers can have the fence they buy installed 
by West Co^st Welding. Pride or status :- Wes£ Coast Welding 
fences are of high quality; they have attractive, unique, 
designs. Saving money : Ttu* fences, gates, and >grates help to 
prevent thejEt of your money or possessions. ' ^ Security : The^ 
fences, gates, and grates protect you from intruders who can' 
do you harm, damage your property, or steal_ something . 

5. Possible choices and reasons ; (a) Newspaper ad , to attract * , 
new business, advertise sales, or introduce unique products or 
services. v (b) The Yellow Pages, to attract- people who already 
want to buy welding services or products; because it is a well- 
> • known medium. (c) Business card, because it is low-cost; it 

is handy to carry, (d) WorcP" 6f - au y^h, because it is fr$e', \ 
because potential customers will'more readily believe your 
business offers good' services/products^if they hear it /from 
someone they 'know. , 

III. Responses to Discussion Questions 



1« a. Headline — Strong points : Catches your attention. Appeals 
to important security needs. t Weak points » Does not men- 
tion protecting businesses. Does notjnention the ornamen- 
tal aspects of the products offered? 

b. Copy -y -Strong points : Describes the services offdr^d. % < 
Describes the products offered. Appeals to impcyrcant 
security n£eds.. Explains the design* choices. Weak 
points : 'Doesn't emphasize the BeaTky M the materials. 

c. Identif icatlon--Strong points : Gives name, address, ^nd 
phone number of business; gives, name of owner-foreman. 
Weak points : None; although some small businesses include 
their business license number in the ad. . ) , 1 

d. Layout — StronV pointfe : Logical, moved from general to ' 
specific. Weak points : Very "square 11 in appearance, ' 

2. ^Ben Miller should explain 'the advantages and disadvantages of 
his 'fencing in comparison to the' customer f s putting in a chain 
link fence with respect toy (a) cost; (b) convenience to *the 
customer; *(c) ^security; (dj customer's pride in her pr9perty. 
(The chain link fence will cost a lot* less; it will require* * 
the customer fio do the work; it will be easierato break down 
>or crawl under or over; it will not be as attractive. ) 
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3. An ad -can be liked more by some customers than by others. Tor 

example,, the^ad Will helped Ben design may appeal-more to 

l 1 customers concerned with security than t^customers concerned 

with freauty .' What can-you do : Advertise in more than one' 

* way; for example^ run a newspaper ad with photQs of a complete 

job to ^mphasize the ;-b,eauty of the fences or gatesT ' 

' ' *• . '* 

■ IV. Group Act ivity . * * 

• <** f 

;* purpose of thiis activity'is to g^ students practice in f 
4 writing a printed ad for a wej-din^g business. 

The ; teacher should give student^ feedback on each element*?of 
the sprinted,, ad , addressing the follow£ng j pointJs . * * 



Headline : Does it 'express the major single* idea about 
Manuel Cortes 1 special product?. Is it the right leng£h? 
Does it have the^ appropriate mood ;ta-at tract the kind of 
customers Cortes Welding- want^? . • 
\ . * J 

■ i , * 

b - Copy : Does the copy give* the basic tacts about Manuel's ^ 

\ products and services, or does/it leav;e out information 

that would be -important to the- reader? ,,1$ it overcrowded 
with unnecessary information? ^es it emphasize Manuel's 
unique'services and pjrtfaucts and 'the types of customers 
who need them? « 

' - - h > ' ' 

• c ; Illustration : ,1s there illustration .that is easy to * 
• •* recognize and remember? Does ft catch the* reader's eye? 
Is it clear and *well done? Doeis it suppo?t £he ideas in 
the headline and copy? ; 

J d - Identification : Does the ad use a special ^logo jor type- x w 
* face that identifies- the business? * Does it include stope * 

locatioji, hours, phone number, ^ndrowner's name? 

' * I . « ' 

e. I>ayou t : Does the arrangement of.th^ parts^and use of white 
sjJace make the ad' easy to read? Dtfes~it catch the eye and 
stimulate the reader to, look of. all parts of the ad? 

v You should also discuss with studfejits: 4(*a) whether^ they .feel 
the price of the ad is worth the benefits it will provide; and* ' 
(b) possible ways to change the ad to bring the price/down, if 
necessary* 

NT * 

Unit 8 - Keeping, Financial Records (1 class period) - ' > 

* «• * 

I. Case Study : Ben Miller uses a statement to recor'd how much a 

v- customer owes and to bill the customer. He fillrf but 

the total (revenues artd total expenses for the day* on 
a daily cash sKfeet. /' • 



Text : Planning Your Recordkeeping 
Handling Credit 
W Filling Out a Daily Cash Sheet 



II. .Responses to Individual Activities^' _ 

- • V 

1. To keep track of money coming i*n. To keep track \f money 

. . going^out. To help in writing financiaJL reports. To help in 

■ making 'business decisions. 

2. , To tell the small business owner how much each ^redit customer 
The business. To request payment from a credit customer. 




i J 





— 1 ' — r — 

CUSTOMER BILLING FORM 






Customer; ■ 


Carter, '6il Cadet Rd . r Ransom "\ ' * * 












— ^ 




Date 


Description of Sale 


Amount 
Charged 


Payment 
Received 


Balance 
Due 


+ Nov, 5 


Build and install driveway , 


$2000.00 


$1000.00 


$1000.00 




gate 

■ — * 






* 


Noy. i23 


Work completed * 






$1000.00, 


































v. 


« — 




A 



DAILY CASH SHEEf 



January 30- 



Cash Re-ceipts 



Cash Sales 



$3.000 



Credit Accouats. 2,500 



TOTAL 'CASH RECEIPTS ^$5^500 



- Cash Payments 



g QOO 



Salaries 

Building Expenses- 
Equipment and Furniture 
Materials 
Advertising 

Other 

TOTAL CASH PAYMENTS S $1,850 



900 



50' 



III. Responses to Discussion Questions . . . 

1. No. Dlily revenues and daily expenses ane -quite variable. " On 
days when both rent and salaries are due, for example, expenses 

* ' may* exceed revenues. You need to look a't* the overall balance 

between Expenses and revenues over time to see how welT-your 
business is. doing.. Depending on how much fluctuation there is 
from one time to another in the revenues &nd expenses of your 
particular business, you need to accumulate daily figures over 
a week^month, several months, or a year, to ,see whether 
expenses* and revenues are in balance. v • " 

\'\ " • , . - • • 

2. Give discounts for. prompt payment. 'Charge penalties for late, 
1 payment. Refuse credit-to customers who have' not* paid* promptly 

in the past. Take non-paying customers to small claims cou^t. 
Do not accept* credit at all.* * 

" ' \ • ' ' 

> 3.* To hel'p catch errors or omissions Quickly. To, help you« in 

preparing monthly or weekly records* of revenues and • expenses . ' 
If records-are n6t kept daily* small errors or omissions may 
accumulate and be impossible to track down to their source. 

IV. Group Activity s ■ v ' - f < 

» * 

The purpose o.f this activity is to give students* p$gbt;ice ip 
planning and ^communicating about a financial recordkeeping system 
for a welding business. 

. < An added outcome df this activity is to help 1 ' students get a 
^ s£nse of how a business owner and th£ bookkeeper «for the business 
work\ together . 

^ • ' r 

Discuss with students: * * f 

V • • • • . ' 

1. the effects of tthe business owner \s procedures for charg- 
ing and payjng bills on .the financial recordkeeping that 
• the Vua mess^needs; 

/ ' • * 

KowJBen and Mike divide up the task df financial record- 
keeping and whether it is a workable division of labor; and 

3.. whether the bookkeeping Mike plans feo 'do will, in fact, 
give Ben the information he needs. 

% ' "' 

Unit 9 - Keeping Tour Business Successful (1 class period)' 

I. Case^Study ; Ben Mill&c^iakes a profit his first year, but he 

want% to increase his profit ratio. To improve his 
cashflow, he develops a plan to get: customers to pay 
s - sooner. To cut expenses, and'increase sales, he 

changes his services. 




Text : The Importance of Cash Flow . ^ 

Profit/Loss Statement. ' . * 
How to £eep Yolir Business Successful 
Getting ^Information to Change Your Business 

Responses io Individual Activities 

• r 



2. 



3. 



The sunrof the profit ratioT-^xpense ratio, and cost of goods 
sold ratio equals 100%. As one ra£io goes up or down, the 
others change accordingly. , , V ^ 



Get people to 1>ay their bills sooner. 1 Cut down on your 
materials on hand. Try to -buy your materials on credit, 
less cash out of the *bysine$s for your salary. 



Take 



Scrubb Welding ^Compaay 






TWO-YEAH PROFIT/LOSS STATEMENT ■ 






j Year 1 


^ —I 

Year 2 






% 


$ 


% 


Revenues - ■ 


' iso.oocf 


100% - 


$80,000 


100% 


Cost of Goods Sold' r 


20,000 


40% 


32,000 


40% 


Gross Profit 


> fc3o;ooo 




$48,000 " 




Expanses 


20,000 


40% 


30,400 


-38% 


Net Profit 


$io,opo 


20% 


$17,600 

i 


22% 



4. Scrubb Welding was more successful in Year 2. 
profit, and the profit ratio all rose. » 



Revenues, net 



III. 



Responses to Discussion Questions ' > 

1. Increase profits : If you- are m able to sell as many goods and 
services* at a higher price, raising prices will increase 
profits. ' Decrease profits :, If customers go elsewhere or use 
less of^your goods and service when you raise your grice, 
revenues will drop and you will have lower profits. 

2s Net profit tells yoti whether you will have a decent salary a^d* 
enfcugh money to improve your business. As a business owner, 
you should earn more than you could earn as a, welder employed 
for someone else. Tl\e profit ratio tells yon whether you are 
earning enough profit as compared to your revenues. Some 
people earn a good net profit t but thet^ profit ratio is too* 
low. This means that ki they reduced expenses or costs of 
materials, their prpfit could be even higher. # v 
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3. A welding business may yant t6 stay small because: (a) it 
waqts to concentrate on\a specialty area for wKichy there is 
limited demand; (b) the owner wants to do welding morte than" 
„ supervising employees or recordkeeping; (c ) "th^J^t^utess owner 
. ' - is satisfied with a' fairly low net prof it A antf^does not need to 



^expand to obtain more profit. 
IV. JSroup Activity . . ' * , v 



\ 



The purpose of this activity is to give students .practice ift • * r • 
^planning changes in a welding busitiesp in o ( rder to make it more . ) 

successful. A second outcome of this activity is to help students r 
^get a sense of how a change in location can enable a welding busi- . # 
ness to increase profits by increasing s^lefe, 'raising prices, or 
rqducrng expenses. ^ * \ 

Give students feedback oti whether their plans are appropriate % 9 
y for "using the increased storage .space and the store/display area. . J * / 

^Uso evaluate whether their plans are likely to have thfe desired* 
effect of increasing profits. * ~ <■ 

Possible Plans to*'Increase Sales : 

, (a) Having sample fencing materials on display^^ay attract new ^ 
customers. * • t . 

- • ■ ^ \* \ * . . £ ' ' 

. (b) laying more storage spacefill enable Ben to build up a f 
supply of* ready-to-ins tali fencing material sT Then he can 
complete jobs more quickly and provide more goods and ser- 
vices in the same amount of time. 

Possible Plans to Raise Prices: 

(a) Having a store/display area may enable Ben to attract cus- 
tomers from a higher income level, since they v will have"; a 
ipore comfortable and attractive place to come^to see his 1 
fencing supplies and discuss possible jobs. - * * <s 



(b) By having standard fencfe and gate designs already made up 
and % stored, Ben can spend more time on designing and 
fabricating special,, more costly ^materials for. which he 
can charge more. 

Possible Plans to Reduce Expenses : 

(a) Having more storage space will allow, Benito b^y supplies 
in quantity at a lower price, or to buy more supplies when 
there is a reduced price. . \* 

* ~ ; % v 

(b) Having a separate store/display area v^iir enable Ben to 
talk to customers without interrupting>his employees 1 weld- 
ing work. (Welding is* so noisy— that it* canhot go oj/ while 
Ben is showing customers sample supplies in the -shop.) 



Summary (30 minutes) 




ited, .the Quiz may be given prior to summarizing the module and 
p-up /act ivit is s^ 



ajor points o'f the module such as: 

• Welding provides a good opportunity for small business ownership. 

Welding business owners may be male or female, young or old, 
, i ' white,, Chinese-, etc. What they' have in common is a desire to pro- 
vide products and services that involve welding, and a desire to 
work for themselves! ' * 

• A welding business owner ' needs * a good hegd for details. You don't 
haye to do -everything yourself, though. There are many ways to 
get help, including hiring employees and contracting for services. 

• Most welding businesses change with time. Knowing how to analyze 
your business and make changes totkeep it successful i§ very 
important. * ~ *. 

Remind students that their participation in this module was^ntended 
as an awareness activity so they could consider entrepreneurs!^ as a 
career option. Their 'introduction tjO the skills required for • successful 
small business m^rffigement has been brief^ They should not feel that they 
are now prepared to go out, obtain k loan, and begin their dwn business. 
More training and experience are necessary. You c^an suggest at ledst 
these ways of obtaining that experience: one way is. to .work in the. busi- 
ness area in which they would eventually want to have their own venture; 
another is to go to school (community colleges are starting to offer AA 
degrees in' entreprene'urship) . •* ?• *i<~ 

THis is a good time to get feedback from the students as to how they 
wotild rate their experience with the module. Could tKey^ identify yith the 
characters portrayed in the case studies? How do ehe'y feel about the 
learning activities? v ! * v 

V 

You may want to use a wrpp-up activity. If you have alre!ady*given the 
quiz* you can go over the correct answer^, Jo reinforce learning. Or you 
could ask class members -to talk about what ' they think abqut owning-* a. small 
business and whether they will follow t;his $gti<$n any further. A possible 
activity is tb'have students develop a "Scenario," or structured fantasy, 
of themselves in the future running a welding business. Students can*£ 
write down or discuss the characteristics of their >own business — from the 
services provided and its name and location to the procedures fhey-w^ll 
use to keep records, advertise, and maximize profits* 
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Quiz (30-minutes) , 

The quiz may be used a6 an assessment instrument or as an optional 
study tool for students. If you wish to use -the quiz for study purposes, 
duplicate and distribute the answer key to students. In this case, stu- 
dent achievement may be assessed 1 * by evaluating the quality of students 1 
participation in module activities. , ** y * 



Quiz Answer Key 



1. ("a) More people are potential cqstomers for, light repair work, so 
more welding businesses a*e after their business, (b) Generally, ,it 

* takes less s,kill to do repair work, -so more welders can compete for 
that work. . ' 

2. a • • i 

3. c . , • ' 

4. c 

5. a 

6; b 5 - 

7. c • 

8. Do it him- or herself; hire an employee to keep the books; contract 
out the task to an independent bookkeeper, 

V 

9. c . % 

10. Customer's name; services to be performed; materials to be supplied*; 
total payment due; psrson doing work 

11. Operating expenses; cost of materials (cost of goods sold) ; how much 
time it takes to do the job; workers 1 salaries; demand for the ser- 

3^ vice; amount of competition; Expected profit, • 

- ' ' I 

12. a . « 

13. Be simple; catch people's eye; be easy to recognize; give important p 
information about the business; have a pleasing layout 

14. Offer high-quality products; treat customers politely; explain prod-- 
uct choices and the pro's and coij's of each 

15. The billing form requests payment from the customer, while the account 
form gives information to the business as to how much the customer 
owe 8. 
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GOALS AND* OBJECTIVES 
Go^l 1: To help, you plan a welding business. 



Objective 1: Describe the services, custaraers, 
and competition of a welding .business. 

Objective 2: List three personal qualifies a 
welding business owner should have. 

^Objective 3: List two ways to help a welding 
business "stand out" from its competition. 

, Objective 4: List two special legal require- 
ments for running a welding business. 



Goal 2: To help you chopse a location f^r a welding 
business. 



Objective 1: List three things to"think about iij* 
deciding where to locate a welding business. 

Objective 2: Pick the best location for a Welding 
business from three choices; 



,Goal 3: To help you plan how to borrow money to start a 
welding business* 



Objective olf Write a business description for a 
welding business* 

Objective 2: JPill out a form showing how much 
money you need to borrow to start* a welding 
business* 
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Goal 4: To help you learn about managing work and people 
in a welding business. 

< ' f 

Objective 1: Decide how-to divide the work of 

a welding business among several people. 

Objective 2: Pick the best'persbn for a specific 
job in your welding business. 

Objective 3: Describe one kindof training you 
might give your employees. ' 



Goal 5: To help you organize the' work of a welding busi- 
ness. 



Objective 1:„ On a /work order form, list what 
needs to* be done for one of your customers. 

■ * J 

Objective 2: Plan a work schedule for yourself or 
an employee. 



Goal 6: To help you decide '^ow to set prices for a 
welding business. 



Objective 1: Pick the best price for one of the 
services or products of a welding business: 



Goal 7: To help you learn ways tb advertise and sell the • 
services or products of a welding business. 



Objective 1: Pick one way to advertise a welding 
business. 

Objective 2: Write an ad for a welding 
j> business. 

Objective 3: Describe one way to sell the fl 
products of a weeding business. 
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Goal 8: To help you learn to keep financial records for a 
welding business. 



Objective; 1/ Fill out a customer billing form 
for welding services or products. 

^ Objective. 2 : Fill out a daily c'a#4^ sheet for 
( t money you receive and pay out in' on$ day. 



Goal 9: To help ybu learn how d welding business can slay 
successful. 



Objective 1: Determine the* net profit, profit • 
ratio, and expense* ratio for a welding ' 
business. 

Objective 2: State one way to increase profits.' - 

• t 

Objective 3: Stat'e ojie way to change a welding 
business to increase safes. 
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